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When to Delete a Voucher
NAVIGATION: Accounts Payable > Voucher > Add/Update > Delete Voucher

You may want to delete a voucher to:
Remove a duplicate voucher
Correct a Chartfield
Change the amount when the voucher exceeds thresholds

Before you may delete a voucher, the voucher must not have been:
Posted
Paid or partially paid
Matched

Note: If the voucher has been matched, you must unmatch it using the Match Manager
page.
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Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
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Business Unit: 17300 Voucher: 00000434

Vendor: 56500 KS Dept. of Revenue

ShortHame: KDOR-001

Voucher Information

Invoice: TESTSAPRIL22 Origin: | Header Budget Status: Mot Chik'd
Date: 0442212010 Group: Non-Prorated Budget Status: alid
Gross Amount: 1,254.00 USD Entry Status: Postable
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When to Close a Voucher
NAVIGATION: Accounts Payable > Voucher > Add/Update > Close Voucher

You may want to close a voucher to:
Close the liability
Consider the voucher complete
Credit the associated expense accounts
Debit the liability accounts

Before you may close a voucher, the voucher must be:
Posted
Not related to a PO (Not matched)
Not selected for payment
Not paid

Note: Vouchers that have been matched and posted but not yet paid can be closed unless
the voucher is related to a purchase order (PO). If the voucher relates to a PO, a reversal
voucher must be entered in order to restore the encumbrance.
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Business Unit: = w WQ
Voucher ID: begins with + |

Invoice Humber: begins with + |

Short Vendor Name: | begins with v ||

Vendor ID: begins with +

Hame 1: begins with +

Close Status Indicator: | = v] | -

[Jcase Sensitive

Search Clear | pasicsearch I8 Save Search Criteria

@ Internet E 00 v

S
‘s start @ b

6/15/2010 Deleting and Closing Vouchers, Version 1.00 3



State of Kansas

BH]HPJ <Deleting and Closing Vouchers> KANSAS

St Mhorzren, Ao oo Peone To Statewide Management, Accounting and Reporting Tool

(= Close Youcher - Microsoft Internet Explorer, provided by The State of Kansas

@\f/ = ‘g htkps:jfsys . smart ks.govipsp/FNTST LIEMPLOYEE/ERPICENTER _VOUCHER_INFORMATION, YCHR _CLOSE.GEL?PORTALPARAM_PTCHAY=EP_YCHR_CLOSE_GBLAEOPP.SCNode=ERP&ECPP SCPortal=EMPLC V| Qﬂ | X | | R~
File Edit “iew Favorites Tools  Help
w ke [@Close Woucher I l 3 - B = v [k Page v {0k Tools v
q | | H RT Home: Viorklist Add to Favorites Sign out
= AddiUpdate A

New Window | Help | Customize Page M%,
— Reqular Entry

— Voucher Search
— Quick Invaice Entry CloselVoucher g

— Summary Invoice Entry

- Complete Reaister Business Unit: 17300 Voucher: 00000409
Voucher
- Delete Voucher Vendor: 0000068703 160 CAFE
— Update Open ltem
— UnPost Voucher ShortName:  160CAFE-001
— Woucher Setoff Update
1> Maintain Voucher Information
[ Approve
[> Control Groups Invoice: 10GL1201 Origil ONL Header Budget Status: Valid
[> Payments Date: 04/02/2010 Group: Mon-Prorated Budget Status:  Valid
[» Batch Processes . .
b Review Accounts Payable Gross Amount: 505.55 USD Entry Status: Postable
Info Related Close Status: Open
[ Reports Voucher
— Interfund Details
I eSettlements Process Manual Close
I» Asset Management .
I IT Asset Management Manual Close Date:  [0518/2010 [ Mark Voucher for Closure
[ Banking

[ Cash Management
|- Deal Management

I Risk Management Bl save | 2\ Return to Search | 15 | +E] Mext in List
[» Financial Gateway
[ VAT and Intrastat Close Voucher | Voucher Details
[ Excise and Sales Tax/VAT
IND

[ Gommitment Control

1> General Ledger

1> Allocations

[ Statutory Reports

[» SCM Integrations

1> Set Up Financials/Supply
Chain

[» Enterprise Components

[ Background Processes

[ Worklist

1> Tree Manager

I Rannrinn Taale

I£3

Done @ Internet -

6/15/2010 Deleting and Closing Vouchers, Version 1.00

R |




State of Kansas

Bmﬂm <Deleting and Closing Vouchers> KANSAS

Statewide Management, Accounting and Reporting Tool

Training Aids:



http://da.ks.gov/smart/Training/CourseMaterials/SMARTCourseCatalog.htm

